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 BARRISTER AND SOLICITOR
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                                                                                                                        2900 Langstaff Road, Unit 9, Vaughan ON L4K 4R9


                                                                         Telephone:  905-303-1494    

We are seeking an experienced legal assistant/law clerk with a minimum of five years experience working in family law who has the following skills:

1. A strong working knowledge of family court processes and the Family Law Rules;
2. The ability to draft correspondence and enter and amend the basics of briefs, affidavits, financial statements and other documents using the Divorcemate software;

3. Strong experience using PC Law and Microsoft Office products;

4. Familiarity with the Office of the Children’s Lawyer portal system, its forms, billing and general rules of operation, is preferred;

5. Use of the court portal filing system and Caselines;

6. The ability to manage volume, files and prioritize work as needed based on court scheduling, client’s needs, etc.;

7. Strong organizational skills to book client appointments, coordinate arrangements for meetings/conferences and court appointments and to maintain calendar and tickler systems;

8. Compiling briefs and documents for court with little supervision;

9. Compose, format and proofread all documentation for grammar, spelling and content to a high degree of accuracy;

10. The ability to take initiative, to exercise discretion and good judgment and to communicate in an effective manner;

11. A willingness to embrace new technology in this ever-changing, fast-paced environment such as Zoom, Adobe and Bookmarking;

12. A good sense of humour, positive attitude and general calm to weather the many storms that are a daily part of a family law practice; and

13. A desire to strive for excellence in work product and to warmly assist our clients to heal during the most difficult times of their lives with compassion.
Please send cover letter and resume to roselyn@pecus.ca.  Only those selected for an interview will be contacted.

